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INTRODUCTION 

 
This policy replaces any and all prior verbal and written communications regarding the organisation’s safer  
recruitment policy. 
 
Where this policy refers to “the organisation”, this denotes that this information or policy is applicable to all 
Burnley Football Club (BFC) staff. 
 

PURPOSE 
  
The organisation recognises that our people are fundamental to our success. The organisation therefore 
needs to be able to attract and retain staff of the highest calibre and a strategic, professional approach to 
recruitment is essential to do this. 
 
The organisation is committed to safeguarding and promoting the welfare of vulnerable groups.  To ensure 
this is a primary concern when employing staff, we ensure our recruitment policy reflects our commitment 
and follows safer recruitment guidance.   
 
The purpose of this policy is to provide a sound framework for the recruitment and selection of staff based 
upon the principles outlined below, which also meet the requirements of the organisation’s safer recruitment 
practices, Equality and Diversity Policy, the Equality Act 2010 and all other relevant employment legislation. 
 
Some positions within the organisation are exempt from the Rehabilitation of Offenders Act 1974 (updated 
2014), and these applicants will be required to declare any relevant spent or unspent convictions, cautions and 
bind overs.  DBS checks will also be completed to the level of disclosure relevant to the post. 
 
A failure to disclose previous convictions may lead to the application being rejected; if this failure is 
discovered after employment has commenced it may result in dismissal on the grounds of gross misconduct.  
 
A failure to disclose may also be considered as a criminal offence and reported accordingly. It is unlawful for 
the organisation to employ people in certain roles who are barred from working with children and it is a criminal 
offence for someone who is barred to make an application; such instances will be reported to the Police and/or 
DBS. 
 
We recognise that discrimination in the workplace in any form is unacceptable and unlawful.  We have 
therefore adopted an Equality and Diversity Policy to ensure that all job applicants and employees are treated 
fairly and without favour or prejudice. We are committed to applying this policy throughout all areas of 
employment, recruitment and selection, training, development, and promotion. In all situations, people will be 
judged solely on merit or ability. Before you commence the recruitment process, please take the time to read 
this policy. 

 
SCOPE 

  
 
This policy and procedure covers all activities that form part of the recruitment and selection process. It is 
applicable to all staff recruitment including casual staff. For the policy and procedure to be effective it is 
essential that any employee who is involved in any aspect of the recruitment and/or selection of staff is aware 
of this document and follows it. Ultimately it is the responsibility of the senior management at the organisation, 
including department leads, in conjunction with the HR department to ensure that this is the case.
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CORE PRINCIPLES    

 
 

• The organisation will seek to recruit the best 
candidate for the job based on merit.  

 
• The recruitment and selection process should 

ensure the identification of the person best 
suited to the job. 

 
• The organisation will provide appropriate 

support to those involved in recruitment and 
selection activities.  

 
• Any member of staff involved in the selection 

of staff should satisfy themselves that they are 
appropriately trained and can comply with the 
requirements of this policy and procedure. 

 
• Recruitment and selection are a key public 

relations exercise and should enhance the 
reputation of the organisation. The 
organisation will treat all candidates fairly, 
equitably and efficiently, with respect and 
courtesy, aiming to ensure that the candidate 
experience is positive, irrespective of the 
outcome. 

 
• The organisation wishes to encourage the 

recruitment of staff with disabilities and will 
make reasonable adjustments at all stages of 
the recruitment process and as required for a 
successful candidate with a disability to 
undertake the post. 

 
• The organisation will ensure compliance with 

all relevant legislation, statutory guidance, and 
best practice recommendations, including 
Keeping Children Safe in Education (latest 
version), the Prevent Duty Guidance for 
England and Wales (latest version), and any 
applicable guidance or code of practice 
published by the Disclosure and Barring 
Service (DBS). 
 

 
• The organisation will promote best practice 

in recruitment and selection. It will 
continuously develop its recruitment and 
selection practices to allow new ideas and 
approaches to be incorporated. 

 
• The organisation will ensure that its 

recruitment and selection process is cost 
effective. 

 
• The organisation will ensure all necessary 

checks are made to support our 
commitment to the safeguarding and 
welfare of vulnerable groups. 

 
• The organisation will ensure that the 

recruitment and selection of staff is 
conducted in a professional, timely and 
responsive manner and in compliance with 
current employment legislation. 

 
• If a member of staff involved in the 

recruitment process has a close personal or 
familial relationship with an applicant, they 
must declare this as soon as they are aware 
of the individual’s application and avoid any 
involvement in the recruitment and selection 
decision-making process.
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RECRUITMENT & SELECTION PROCEDURE 
  
 
There are several key stages in recruiting and selecting for a post. This procedure outlines the key stages.  
 
Preparation Stage 
 

• The recruitment and selection process should not commence until a full evaluation of the need 
for the role against the strategic plans and budget has been completed. 

• All new or changed posts must be formally reviewed before they are advertised to help ensure 
equal pay for work of equal value. 

• Formal authorisation to recruit to a post should be sought before commencing the recruitment 
process via the ‘Permission to recruit’ form. 

• A questionnaire for the Culture Index must be completed by a minimum of 2 people (usually the 
hiring manager and another person with whom the appointed candidate will work closely). 

• If a department lead believes that there may be potential difficulties in recruiting to a post, they 
should contact the HR department for advice and guidance on comparative market rates and 
options for appropriate action. 

 
Job Description & Person Specification 
 

• A job description and person specification must be produced or updated for any vacant post that 
is to be filled. 

• The job description should accurately reflect the requirements of the post. 
• The person specification should state both the essential and desirable criteria in terms of skills, 

competencies, aptitudes, knowledge, and experience for the job, all of which should be directly 
related to the job and applied equally to all applicants. The responsible manager should take care 
when writing the person specification to ensure that (a) criteria used do not indirectly discriminate 
against certain groups of applicants and (b) it incorporates required criteria (e.g. PGAAC). 

• Please refrain from requesting essential requirements unless they are truly necessary, as they are 
scored higher than desirable criteria during shortlisting and may distort the final score. 
 

Advertising 
 

• Vacancies will be placed on the organisation’s website and all other relevant social media feeds 
(i.e. LinkedIn) plus diverse advertising platforms. 

• Where vacancies are filled by promotion or transfer, they will first be published to all eligible 
employees in such a way that they do not restrict applications from any employees. However, in 
some instances, the organisation may appoint the most suitable candidate without the need to 
follow their recruitment and selection process. 

• Where vacancies are filled internally for an interim period, the organisation will follow their 
recruitment and selection process where possible. However, in some instances, the organisation 
may appoint the most suitable candidate without the need to follow their recruitment and 
selection process. 

• The organisation’s Application Tracking System (ATS) can perform an initial sift (filter and 
screening). We recommend using this feature if the role has specific essential requirements or is 
likely to attract a high volume of applicants.  

• Recruitment publicity will positively encourage applications from all suitably qualified and 
experienced people. When advertising job vacancies and to attract applications from all sections 
of the community, we will, as far as reasonably practicable, ensure advertisements are not 
confined to those areas or publications that would exclude or disproportionately reduce the 
numbers of applicants of a particular gender, racial group or age. 
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• Avoid prescribing any unnecessary requirements, which would exclude a higher proportion of a 
particular gender, racial group or age. 

• Avoid prescribing any requirements as to marital status.  
• Applicants should be provided with enough information to make an informed decision regarding 

their suitability for the role. 
• All adverts must be placed through the HR department. 
• All advertising must be cost-effective and agreed in advance with the HR department. 

 
The job advert will include, as a minimum: 

• Job title 
• Remuneration and benefits 
• Contractual status 
• Location 
• Closing date 
• Hours of work 
• Who the appointed candidate will report into 

 
All job adverts will include the following statement “The organisation is committed to safeguarding children 
and young people and is an equal opportunities employer and welcomes applications from all sections of the 
community. Successful applicants may be subject to an Enhanced Criminal Record Check (DBS)”. 
 
This is a reference to the organisation’s commitment to safeguarding and that references, and DBS checks 
(where necessary), will be obtained. 
 
In certain circumstances, it may be more effective to use a recruitment agency. This should be discussed 
and agreed with the department head and CEO or COO (Football). This will, however, not eliminate the need 
to advertise the position internally and any external agencies or consultants who assist in the process must 
act in accordance with this policy and with respect to our equal opportunities requirements. 
 
Selection of Candidates 
 

• The selection process will be carried out consistently for all jobs at all levels. 
• The selection of new employees will be based on the job requirements and the individual’s 

suitability and ability to do, or to train for, the job in question. 
• All applicants will be provided with a full description of the job they are applying for. 
• For Academy roles, it is expected that applicants will complete an application form and a short 

cover letter/CV explaining how they meet the role criteria, along with their educational and 
employment history. Within this, they are also requested to provide an explanation for any gaps. 

• For all other roles, it is expected that applicants will submit their CV and a short cover letter 
explaining how they meet the role criteria, along with their educational and employment history. 
Within this, they are also requested to provide an explanation for any gaps. All applicants will verify 
their online application which clearly states that providing false information is an offence and may 
result in the rejection of the application or dismissal from post if successful.  If the false 
information is significant, the organisation may consider sharing the information with DBS, the 
police or other relevant professional body. 

• All applicants are required to declare any personal organisation connections they may have. 
Likewise, organisation staff involved in the recruitment and selection process must declare if any 
shortlisted applicants are known to them in any personal or professional capacity. 

• Where a potential conflict of interest exists, the organisation will implement appropriate 
measures (such as adjusting panel composition or limiting the conflicted staff member’s 
involvement in decision-making) to ensure fairness, transparency and integrity of the process. 

 
Shortlisting 
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• The HR department will forward the applications via our ATS to the relevant department lead for 
shortlisting. 

• Shortlisting must be carried out by a minimum of 2 people to avoid any possibility of bias, one of 
whom would normally be the direct department lead who will have undergone safer recruitment 
training. 

• Shortlisting must be done via the ATS. 
• Notes of the shortlisting decisions for each candidate should be recorded by each interviewer on 

the ATS once the shortlisted candidates for interview have been selected. 
• Shortlisted candidates should be provided with details of the selection process, including any 

tests, in writing giving as much prior notice as possible before the interview. In accordance with 
the Equality Act 2010, they should also be asked to advise if there are any particular arrangements 
or reasonable adjustments that could be made so that they can participate fully in the selection 
process. 

• All candidates (internal and external) should be assessed objectively against the selection criteria 
set out in the Person Specification. Assumptions about the qualities of internal candidates should 
not be made. The organisation will always endeavour to provide internal candidates with the 
opportunity of an interview providing their suitability. In these circumstances, an assessment may 
not be conducted. 

 
Selection and Interview 
 

• In the first instance, recruiting managers may wish to conduct a first-stage online interview in 
order to conduct a further shortlist for a second stage interview. This is usually when the job 
advert receives a high volume of applications. 

• Interviews will always be face-to-face unless under exceptional circumstances. This should be 
undertaken by a minimum of 2 staff, one of whom should be a department lead or someone with 
a good understanding of the role. For Academy roles: at least one member of the interview panel 
must be familiar with the safer recruitment policy and have received safer recruitment training. 

• Selection is a two-way process: candidates are assessing the role with the organisation. Those 
involved in recruitment should consider how best to convey a positive image of the organisation. 

• It is recommended that a range of selection methods, that are suitable for assessing both the 
essential and desirable criteria in the person specification, are established as this will enhance 
objective decision making which is difficult through interview alone. 

• Interview questions and the structure of the interview should be consistently applied to all 
candidates and should be based on the person specification. 

• Each interview question must be scored by each interviewer out of 4, to avoid the tendency to 
score mid points, without collaboration at the time of the interview. This ensures fairness in the 
scoring. 

• If it is necessary to assess whether personal circumstances will affect the performance of the job 
(for example, if the job involves unsociable hours or extensive travel), this will be discussed 
objectively, without detailed questions based on assumptions about race, religion or belief, sex, 
age, national origin, disability, sexual orientation, marital status, children and domestic obligations 
or indeed if they are pregnant. 

• At no time will the interviewee be asked about their health or any disability during the interview 
process; however, it is reasonable for the organisation to ask whether any adjustments are 
required to enable them to perform in the role should they be successful. 

• Notes recording the salient points of the interview should be taken, ideally by the interviewers, so 
that they can refer to these when assessing candidates against the person specification and 
making decisions. Notes of the interview and any other notes on the candidate taken during the 
recruitment and selection process should be passed back to the HR department following the 
selection process and will be kept for 6 months following the selection process. They will then be 
disposed of in a safe and secure manner in line with the organisation’s retention policy. 

• If a candidate requests feedback about their performance in the selection process, this should be 
arranged by the recruiting manager in consultation with the HR department. 
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• Unsuccessful interview candidates should be dealt with courteously and sensitively and will, as a 
minimum, receive telephone or written notification of the outcome of the selection process. 

 
Selection tests 
 

• When selection tests are used, these will be limited to questions relating to the job and/or career 
requirements. The tests will measure the individual’s actual or inherent ability to do or to train for 
the work or career. Therefore, questions or exercises on matters which may be unfamiliar to racial 
minority applicants or applicants of a particular sex will not be included in the tests if they are 
unrelated to the requirements of the particular job. 

• All candidates will be asked to complete a Culture Index survey when they are informed of being 
successful for an interview. The Culture Index can only be utilised for selection purposes by those 
who have completed a full 2-day training course. Otherwise, the recruiting manager should 
involve the HR department or a team member at Culture Index. 

• Any tests that are used will be reviewed from time to time to ensure that they remain relevant and 
free from any unjustifiable bias, either in content or in the scoring mechanism. 

 
Other Considerations 
 
If other information, whether related to convictions or otherwise, is shared by the applicant voluntarily during 
the recruitment process, the following factors will be considered before reaching any decisions: 

• Whether the information relates to the applicant or a member of the household. 
• The seriousness of the offence or information. 
• The length of time since the offence or incident occurred. 
• Whether there is a pattern to behaviours or relevant matters. 
• Whether the applicant’s circumstances have changed since the matter/information. 
• The circumstances of the offence as discussed with the convicted person. 
• If the position involves regular contact with children, it is the organisation’s policy to consider it 

high risk to employ anyone with the following convictions: 
o Murder, manslaughter, rape, other serious sexual offences, GBH or any serious acts of 

violence, serious class A drug related offences, robbery, burglary, theft, deception or fraud. 
• If the role involves access to money or budget responsibility, it is the organisation’s policy to 

consider it high risk to employ anyone who has been convicted at any time of robbery, theft, 
burglary, deception or fraud. 

• In the event information about previous convictions or any other information relevant to the role 
is shared by the applicant, the organisation will consider appropriate risk assessment, and these 
convictions will be discussed with the applicant during interview.  At this point the details will be 
shared with the Head of Safeguarding to put before the DBS panel for consideration and 
recommendations.  This will be recorded and stored appropriately. 

 
If an applicant disputes DBS content, they should be directed to contact the DBS directly. If it is the case 
that the applicant would be offered the role if the disputed DBS was clear, then reasonable attempts will be 
made to defer a final decision until they have had reasonable opportunity to challenge the disclosure 
information. 
 
References and Pre-Employment Checks 
 
Before somebody can join the organisation as an employee, the organisation will: 

• Verify the person’s identity and address. We must see the original documents. 
• Obtain proof of their right to work in the UK. We must see the original documents. 
• Confirm that the person is not barred from working with vulnerable groups, if appropriate to the 

role. 
• Verify the person’s relevant qualifications if applicable. 
• Confirm the person’s registration to any relevant professional/regulatory body. 
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• Obtain a Certificate of Good Conduct for all people who were born or who have worked overseas, 
and the applicant has not worked in the UK since moving from overseas, if appropriate for the 
role. 

• Conduct a social media check on the person. 
• Conduct a credit check on the person (for applicable roles only). 
• Ensure the person does not have a live banning order from Burnley Football Club. 
• Completion of a self-declaration form to identify who may be affected by the ‘by association’ rule. 
• The Code of Conduct guidance is provided to all new starters. 

 
References 
 

• A minimum of 3 professional references will be requested for full- and part-time employees, one 
of which must be their current or most recent employer. 

• A minimum of 2 professional references will be requested for casual, zero-hour employees, one of 
which must be their current or most recent employer. 

• All references will be verified via an official email address. 
• Information sought from referees should be structured around the requirements of the job. 
• References should be considered against the application form to ensure consistency. 

Discrepancies will be taken up with the applicant or referee. 
• The HR department will obtain the references. 
• For a school/college leaver without an existing employer, we must obtain one character reference. 
• If the appointment is urgent, please ask the HR department to seek to obtain a verbal/telephone 

reference for the successful candidate if the standard procedures for doing so are followed. 
• Referees should not be contacted without the candidate’s consent and the information provided 

should be treated as confidential by the panel members. 
 
Disclosure and Barring Services 
 

• A separate policy on DBS is available on request. 
 
The organisation’s policy on the recruitment of ex-offenders is below: 
 

• We are committed to the fair treatment of our staff, potential staff or users of our services, 
regardless of race, gender, religion, sexual orientation, responsibilities for dependants, age, 
physical/mental disability or offending background. 

• We actively promote equality of opportunity for all with the right mix of talent, skills and potential 
and welcome applications from a wide range of candidates, including those with criminal records. 
We select all candidates for interview based on their skills, qualifications and experience. 

• A DBS check is only requested after a thorough risk assessment has indicated that one is both 
proportionate and relevant to the position concerned. For those positions where a DBS check is 
required all application forms, job adverts, and recruitment briefs will contain a statement that a 
DBS check will be requested in the event of the individual being offered the position. 

• Where a DBS check is to form part of the recruitment process, we encourage all applicants called 
for interview to provide details of any criminal record at an early stage in the application process. 
We request that this information is sent under separate, confidential cover, to the Head of 
Safeguarding and we guarantee that this information will only be seen by those who need to see it 
as part of the recruitment process. 

• Unless the nature of the position allows us to ask questions about an applicant’s entire criminal 
record, we will only ask about ‘unspent’ convictions as defined in the Rehabilitation of Offenders 
Act 1974. 

• Our Safeguarding Team are suitably experienced to identify and assess the relevance and 
circumstances of offences and are familiar with guidance and training in the relevant legislation 
relating to the employment of ex-offenders, e.g. the Rehabilitation of Offenders Act 1974. 
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• We ensure that an open and measured discussion takes place on the subject of any offences or 
other matter that might be relevant to the position. Failure to reveal information that is directly 
relevant to the position sought could lead to withdrawal of an offer of employment. 

• We ensure that every subject of a DBS check is aware of the existence of the DBS Code of 
Practice and where to find it. 

• We will discuss any matter revealed in a DBS check with the person seeking the position before 
withdrawing a conditional offer of employment. 

 
 
Making the Appointment 
 

• It is recognised that in many cases it is desirable to make a verbal offer very shortly after the 
selection process to enhance the organisation’s ability to recruit the selected candidate. In such 
cases the verbal offer will normally be made by the Department Lead although they have the 
discretion to delegate this responsibility if felt appropriate. 

• Successful interviewees will be contacted by phone and conditionally offered the role subject to 
successful references and DBS checks (if appropriate for the role), agreeing the salary and 
proposed start date. 

• The organisation recognises open contracts as the general form of employment relationship 
between employers and employees and will appoint new and existing staff to indefinite contracts 
unless necessary and objective reasons justify use of a fixed-term contract. 

• Once a selection decision has been made, the HR department will produce a written offer of 
employment. Offers of employment are normally subject to satisfactory references, checks of 
qualifications and any other checks as appropriate, such as social media checks, Asylum and 
Immigration checks and DBS checks. 

• The organisation will retain any relevant information provided by an applicant along with evidence 
of pre-employment checks in their HR file. Unsuccessful applicant’s information will then be 
disposed of in a safe and secure manner 6 months after the recruitment process is completed. 

• The organisation will promote best practice in recruitment and selection. It will continuously 
develop its recruitment and selection practices to allow new ideas and approaches to be 
incorporated. 

• The organisation will ensure all necessary checks are made to support our commitment to the 
safeguarding and welfare of vulnerable groups. 

 
Induction 
 
Induction is the final stage of the recruitment process. Once the successful candidate has accepted the 
offer of employment and a start date has been agreed, the HR department is responsible for preparing a 
comprehensive induction programme for all new full- and part-time employees. 
 
The induction checklist will be completed with all new members of staff and will evidence that all pre-
employment checks have been completed, the date which this was done and by whom. 
 
All new full- and part-time staff members will be subject to a probationary period. The staff member will 
then be invited to a meeting with their line manager to discuss progress. They will then be contacted to 
confirm whether they have completed their probation period successfully. 
 
The induction process will also include training on: 

• Safeguarding 
• Equality, Diversity and Inclusion 
• Data Protection/GDPR 

 
Casual employees will be required to complete training on Safeguarding. 
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Responsibilities 
 
 

Role Accountable for 

 

Head of Department 

• Evaluating the need for the post(s) in the context of the 
departmental staffing plan and budget. 

• Ensuring the competence of all nominees who make recruitment 
decisions within the department. 

• Deciding who will chair the interview panel. 

 
 
 
 
 
 

Department lead 

• Submitting a ‘Permission to Recruit’. 
• Assisting the HR department with the job description, person 

specification and job advertisement. 
• Producing a shortlist. 
• Deciding the interview presentation format. 
• Keeping a written record of all shortlisting and interview decisions. 
• Assisting the HR department in ensuring a comprehensive 

induction programme for any new employee(s). 
• Making a verbal offer of employment.  
• Providing feedback to unsuccessful interview candidates. 

 
 
 
 
 
 
 
 
 
 
 
 

The HR department 

• Providing advice on grading of posts, content of job 
descriptions/person specifications, advertising and appropriate 
salary levels. 

• Liaising with the department lead to determine whether a 
vacancy is a replacement post, a new post or an existing post 
which requires revision. 

• Preparing a job description, person specification, job advert and 
further. 

• Agreeing a recruitment plan and timescales with the department 
lead. 

• Undertaking any tasks agreed to as part of the recruitment 
timescales (e.g. inviting shortlisted candidates to interview, taking 
up references, issuing rejection letters). 

• Ensuring that any agencies or external consultants who assist in 
the recruitment process adhere to the organisation’s Safer 
Recruitment Policy. 

• Assisting the interview process. 
• Providing feedback to unsuccessful shortlisted candidates if 

requested, ensuring equal opportunities requirements are 
followed. 

• Obtaining the references and pre-employment checks for 
candidates, and being responsible for ensuring the confidentiality 
of these, and for their safe return to the relevant member of the 
team. 

• Preparing a comprehensive induction programme for the new 
employee(s). 

• Issuing written offers of appointment and contracts of 
employment. 

• Monitoring and reviewing the recruitment process and supporting 
policies/guidance. 

• Providing training on recruitment and selection, including equality 
issues. 
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The Head of Safeguarding 

• Review any DBS content as part of the DBS Panel and risk 
manage the content and make recommendations around this. 

• To act as the Lead Disclosure Officer for Burnley Football Club. 

 
 

Tools/Relevant Forms 
 
Templates can be found on the ATS and the organisation’s Intranet. 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

TURF MOOR, HARRY POTTS WAY, BURNLEY, BB10 4BX 


